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Teacher Grading Instructions

Go to: http://sers.techprepwa.org
1 Click “Teacher Log In.” Your user name is typically first initial and last name (unless you’ve been assigned a new one which has been sent to you).  Your password was created by you in the past, if you’ve forgotten, you can have it e-mailed to you.  New teachers: the system will assign you a password which you can later change under “Maintain My Account” on the homepage.
Finding Your Class

1 From the Home Page, click on “Class Roster/Assign Grades.”
2 Choose your school from the High School drop-down field.

3 Ignore the Class box.
4 Click the “Go Search” button. The results appear below the search form.

5 To view a class roster, click on the class’s name.

The Class Roster screen appears. You can now assign grades and manage class status.

Recording Student Grades
1 From the Search for Classes screen, click on your underlined class name.

The Class Roster screen appears. 
2 Assign the grade.  If you do not have a grade for the student, leave the Grade field blank and select the appropriate Student Class Status.

Notes:

A.  When a student registers for your class, the student’s class status appears as “In Progress.” You can manually change the status. Alternatively, when you assign a grade to the student, the

status will automatically change to “Completed.”

B.  The Transcribed column indicates whether the college registrar has transcribed the student’s

completed articulation. Registrars cannot transcribe until you have entered a grade.
3 When done entering grades, click the “Save Changes” button.  
4 You can now enter other classes you have or log out.
NOTE: some of the multiple articulated courses will be separated and you’ll need to enter grades for each class.  For example, if your Tech Tools class articulates with BTEC 101 AND BTEC 149, then you’ll have two Tech Tools classes to enter grades for.  
YOU CAN ALSO:
View your class roster with assigned grades

1 From the “Class Roster/Assign Grades” page, click on your underlined class.
2  Check the box that reads “Include Graded Students”
3 Your class roster with grades will appear
View a Student’s Profile and Registration History

1 From the Home Page, click on “Search For Students”.

2 Typically, only a student’s first and last name need to be entered.  
3 Click the “Go Search” button.

4 To sort your results, click on a column title.

5 To see details about the student, click on “View” next to a student’s last name.

The View Student Profile screen appears, displaying the student’s information and registration

history.

6 To view a student’s articulation’s details, click on “Details” for that articulation.

The results appear at the bottom of the screen. This includes the student’s grade and credits.

Reset a Student’s Password

1 Search for the student and open his or her profile.

2 Click the “Reset Password” button.

The password is reset to the student’s birth date in mm/dd/yyyy format and sent to the

student’s email address. The student can change the password the next time he or she logs in.
Thank you for participating in the Clark College Tech Prep program.  If you need assistance or encounter problems, please call 992-2458 or 992-2940 or 

e-mail Tonya Lawrence at tlawrence@clark.edu
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